JOB AID

RECRUIT & SELECTION PROCESS

MERIT PROMOTION SAMPLE

HR SPECIALIST

1. HR Specialist initiates RECRUITMENT & SELECTION action input sheet.

DHESMATIONAL INSTITUTES OF HEALTH

0 ? Office of
/ Human Resources

Pzrinars in Science

HRA/Rep Checks (EHRP) Request

TRANSACTION INFORMATION * Required fields

WiTS #  AO's Email Address* Actioh Type* Date SF-52 Recv'd  Date Entered
3680 sp4Te@nib. ooy Recruitment /Selection |l 08raorz004 03/30/2004 11:28:55

Administrative Code* Institute/C enter Organization Initials Proposed Effective Date®

HR Assistant* ReUCAIEIN | HR Speciaist Forter, Sharon - = HR SPA* Porter, Sharon  «
pate initiated:sent [ 0ac intizedsent [N prioity [ |

Date Returned to 10 Date Returned to 10

CURRENT EMPLOYEE/POSITION INFORMATION
Employee ID First Name Mi Last Name

Position Title Pay Plan Series Grade Step Pay Band Pay Cluster

umanResouses osisoni o) Jos — =l[ozs [ ol ol S} -

Position Humber _ Joh Code CAN*
TK Humber* Base Salary _ Total Salary _
Certificate Type u

NEW POSITION INFORMATION (Cormplete for any action where the Position Title, Seties or Grade has chanoed, e.g. Career Change.)

Hew Pay Hew Hew New New Pay New Pay
Plan Series Grade Step Band Cluster

Mew Base Salary _ NewTutaISaIary_ Vice Sally James

Hew Position Title

QORIENTATION INFORMATION
Orientation
Orientaton Date

Reured S|

Required
COMMENTS

CSD Orientation
Contact

Dty Station

Ornentation Contact _
Phone Humber
.- ...

Comments/Status




2. HR Specialist selects “Submit to Subprocess” and clicks on Eﬂ’ to end the “Initiate Action”
process and retrieve the “Recruitment & Selection” input sheet.

ISuI:umiI: ko Subprocess j Q{b
I

An automatic email notice that the Recruit & Selection action has been received in HR is sent
to the addressee(s) shown in the AO’s Email Address field of the input sheet, for example:

o] HRTS - Receipt of Action - Recruitment -10] x|

JEiIe Edit Miew Insert Format Tools Actions Help

JE&R_&pIy |ﬁdReplvtD.ﬁ.l_l|5EFnrﬂard|§ | §¢| Ld ‘[B . | > - 'A=| @ -

From: spdFe@nib.goy Senk: ‘Wed 9/3/2004 5:03 PM

To: spdFe@nin.goy

e spd7e@nib.gov; spd7e@nib.goy

Subject:  WTS - Receipt of Actkion - Recruitment [Selection
YTour action #3680, HNAMY, OHE., has been recerved m the Human Fesources Office. You will be
notified if additional information is needed to proceed. You will also be notified when the action has
been completed.
Ifyou'd like more mformation on the Workdlow information Tracking Systems (WiT3), please refer to
the Office of Human Eesource's e-HE web site at; http/fehr. o d. nth. gowiants/default b,

3. HR Specialist receives e-mail or WiTS pop-up window notification that a new workitem has
been received.

~iEix

@g M e wharklkem hazs arrived!

Process iz Recit & Selechon Process
Activity iz HR S pecialist Announces Jobdlssues Cert
Initiator iz Porter

Title iz HR Specializt

Organizational Linit iz HRC-Bethezda

| Indew: 1 | Tatal: 1

H| W & % A x




4. HR Specialist opens Recruit & Selection action to retrieve the two-page input sheet. From

Page 1, click on X to open Page 2.

A [Jizp] B 1S F P T e G

DHHE/MNATIOMAL INSTITUTEE OF HEALTH

0 Office of
/ I luman Resources

Partrers in Science

HR Specialist Announces Jobilssues Cert/iSele

TRANSACTION INFORMATION * Reguired fields
WATS # A0's Email Address* Action Type® Date SF-52 Recv'd  Date Entered

3680 spd7e@nin.gov Recruitment (Selection - || nasa0rz004

Administrative Code* InstituteiC enter Organization Initials Prop oseid Effective Date*

HR Assistant* Forter, Sharon = [IIEAERETIE Porer, Sharon = HR SPA* Porer, Sharon
Date Initiated'Sent e L REE Ll Date niged:Sent [N Priority

pate Returned to10 [ Date Returned to 10

CURRENT EMPLOYEE/POSITION INFORMATION

Emllee 1D First Hame MI L ast Name

Position Title Pay Plan Series Grade Step Pay Band  Pay Cluster

position Number [ NNG oo coce 012345 CAN* 398383983
TH Number* 1111 pasesalary [ totai saiary ||

HEW POSITION INFORMATIOHN (Complete for any action where the Position Title, Series or Grade has changed, e.g. Career Change.)

s < Hew Pay Hew New New New Pay Hew Pay
New Position Titl
eurEosition fite Plan Series Grade Step Band Cluster

Hew B ase Salary _ Hew Total Salary_ Vice Sally James

ORIENTATION INFORMATION

. CSD Orientation
Orientation ‘ Contact
Orientaton Date _ Duty Station
Fingerprints
Reuired | =l
COMMENTS

Comments/Status

Phone Number

wire Tyve ||




5. On Page 2, HR Specialist completes the relevant pre-announcement data fields in the
Recruit & Selection section of the input sheet.

A (Jah & e FFg P ¥ e G

BHSMNST OMNAL INSTITUTES OF HEALTH

C) Office of [}s
/ Human Resourees

Fartriars in Sciance

RECRUIT AND SELECTION * Required fields
Advertise Job* i Readvertise Job i

Ann Humber DEU Cert Humber

Date Ann Opened Date DEU Cert Regst'd

Date Ann Closed DEU Request Humber

Date to Select. Official Date DEU Cert Issued

Selection Date Date DEU to Select, Official

Date Selection Rec'd in HR DEU Selection Date

Type of Selection Date DEU Cert Ret'd

Selection Type DEU Cancellation Date

Job Offer Date Cancellation Date

Joh Offer Response Date Date QH Cert Issued

SF-75 Info Required ﬂ EOD Date

Date SF-75 Info Reqst'd Multidisciplinary Pos. o =

Date SF-75 Info Rec'd NIH 2028 Rexq. for Travel 1

NTE Date Date of HR Auth. of 2028

Date Pre-Recruit Form Sera  uksherd) EDDD Date Pre-Recruit Form Rov'd  [kReiehits )

6. Click “Partially Save” I} button to save this partial information and close the workitem.

a Recruit & Selection Process - HR Speciaiist Announces Job/Issues Cert/Selection Rec'd - Microsofk Inks

S n B¢ 20 0|53 X

RecrLIitkand Selection |




7. When vacancy announcement is posted, HR Specialist opens Recruit & Selection action to

retrieve and update page 2 of the input sheet. From Page 1, click on > to open Page 2.

IMPORTANT: Immediately click on the “Enable Editing” E'h button, making
sure that the button is selected as shown in screenshot number 8 below.

8. HR Specialist updates input sheet by completing the relevant vacancy announcement data

fields.

Recruit and Selection

O Wbl @ mne g 7 ¥ g

DHHSMATIOMAL INSTITUTES OF HEALTH

C) Office of
/ Human Resourees

Farirers in Sciance

RECRUIT AND SELECTION
Advertise Job*
Ann Number HHEIMIH-2004-9959

rdomra TR G5 (3| () B¢ B O O

Date Ann Opened 09/0152004

Date Ann Closed 08/0ar2004

Date to Select. Official

Selection Date

Date Selection Rec'd in HR

Type of Selection

Selection Type

Job Offer Date

Joh Offer Response Date
SF-75 Info Required
Date SF-75 Info Reqst'd

Date SF-75 Info Rec'd

NTE Date

Date Pre-Recruit Form Sent  gikhepieiits

o

* Required fields

Readvertise Joh

DEU Cert Number

Date DEU Cert Reqgst'd

DEU Request Humber

Date DEU Cert Issued

Date DEU to Select. Official

DEU Selection Date

Date DEU Cert Retd

DEU Cancellation Date

Cancellation Date

Date QH Cert Issued

EOD Date
|
[ =

Multidisciplinany Pos.
MIH 2028 Req. for Travel

Date of HR. Auth. of 2028
Date Pre-Recruit Form Rov'd  JEiefildiiF

9. Click “Partially Save” I} button to save this partial information and close the workitem.

a Recruit & Selection Process - HR Speciaiist Announces Job/Issues Cert/Selection Rec'd - Microsofk Inks

|send ta HRA | R f?\®

RecrLIitkand Selection |

1 E @ 2|0 0||Ea3 X




10. When certificate is issued, HR Specialist opens Recruit & Selection action to retrieve and

update page 2 of the input sheet. From Page 1, click on ) to open Page 2.

IMPORTANT: Immediately click on the “Enable Editing” E'h button, making
sure that the button is selected as shown in screenshot number 11 below.

11. Update input sheet by completing relevant certificate data fields.

ISendtoHRAl j&%@‘n E|cﬁ @‘o OH@X

Recruit and Selection
G W] & 11 FG J Ve 8

DHHS/MATIOMNAL INSTITUTES OF HEALTH

0 ?Oﬁice of
/ Human Resnurecs

Fartrers in S¢ience

RECRUIT AND SELECTION

Advertise Job* m

Ann Number HHSMIH-2004-8995

Date Ann Opened k 0a/01/2004

Date Ann Closed 0amar2on4

D ate to Select. Official 0ar 072004

Selection Date

Date Selection Rec'd in HR

Type of Selection

Selection Type

Job Offer Date

Joh Offer Response Date

SF-75 Info Required ﬂ

Date SF-75 Info Reqst'd

Date SF-75 Info Rec'd

NTE Date

Date Pre-Recruit Form Sent  QUEDEERAIIE

* Required fields

Readvertise Job m

DEU Cert Number
Date DEU Cert Reqgst'd
DEU Revjuest Number
Date DEU Cert Issued

Date DEU to Select. Official
DEU Selection Date

Date DEU Cert Ret'd

DEU Cancellation Date
Cancellation Date

Date QH Cert Issued

EOD Date

09/10/2004

Multidisciplinary Pos. m
NIH 2028 Reg. for Travel |
Date of HR. Auth. of 2028

Date Pre-Recruit Form Rov'd  JETRIGeIE

12. Click “Partially Save” I} button to save this partial information and close the workitem.

RecrLIitkand Selection |

a Recruit & Selection Process - HR Speciaiist Announces Job/Issues Cert/Selection Rec'd - Microsofk Inks

S n B¢ 20 0|53 X




13. When certificate is returned by selecting official, job offer is made, and EOD is set, HR

Specialist opens Recruit & Selection action to retrieve and update the two-page input sheet.
(NOTE: These activites may need to be entered at different times to accurately reflect current status. If so,
repeat steps 10-12 above and update the relevant data fields as often as necessary.)

IMPORTANT: Immediately click on the “Enable Editing” Eh button, making
sure that the button is selected as shown in screenshot number 14 below.

On Page 1, complete data fields as appropriate for the type of action. This is an example of a
selection that results in a promotion of selectee who is from outside HHS.

DHHEMNATIONAL INSTITUTES OF HEALTH

0 Office of
/ [Tuman Resources

Partnersin Science

HR Specialist Announces Jobllssues CertfSele

TRANSACTION INFORMATION * Required fields
WiTS #  A0D's Email Address® Action Type* Date SF-52 Recv'd  Date Entered
3680 spdTe@nih.gov Recruitment fSelection - (| 09/30/2004 08/30/2004 11:28:55

Administrative Code* Institute/C enter Organization Initials Proposed Effective Date*

111t A ssistant* LU ETELELUE Y| IR Specialist® Porar, Sharon = HR SPA* Paorter, Sharon =

Date Initiated/Sent Date Intizedsent [N  Pioity [N
Date Returned to 10 _ Date Returned to 10 _

CURRENT EMPLOYEE/POSITION INFORMATION

Employee ID First Hame Mi Last Name
N —

‘ Position Title Pay Plan Series Grade Step Pay Band Pay Cluster

G —

~HLman Resources Clerk (04)

ORI T i 54545454 Job Code
TK Humber* 11111 Base Salary

Certificate Type*

NEW POSITION INFORMATION(Complete far any action where the Position Tile, Series ar Grade has changed, e.g. Career Change.)
iti - now ey e New Pay New Pay
New Position Titl ¥
S Plan Step Barnii Cluster

—

Human Resources Assistant (OA)

NewBass Satary  [EREEN New Total Salary [EEIE0 Vice M
|

ORIENTATION INFORMATION
- CSD Orientation _ Orientation Contact ol

Orientation m Contact SIS Phone Number SRRl

Orientaton Date 1000452004 Duty Station Bethesda, MD TR T (ransfer from outside HHS -

Fingerprints

Redired C-

COMMENTS

Comments/Status




14. From Page 1, click on > to open and complete relevant certificate and selection data fields

on Page 2. £\
ISencltoHR.ﬁ.I jé%l}‘u E‘Cﬁ@‘oo”ﬁ X

Recruit and Selection

O o & & G JF V¥ g

DHHS/MATIOMAL INSTITUTES OF HEALTH

C) Office of
/ Human Resourecs

Fartrars in Sciance

RECRUIT AND SELECTION * Required fields

Advertise Job* Readvertise Job m

Ann Number HHSIMIH-2004-9999 DEU Cert Number
Date Ann Opened 09/01/2004 Date DEU Cert Reqgst'd

Date Ann Closed 09/08r2004 DEU Reijuest Number

Date to Select. Official 09/10/2004 Date DEU Cert Issued

Selection Date 5 ! Date DEU to Select. Officidl

Date Selection Rec'd in HR. DEU Selection Date

Type of Selection iti Date DEU Cert Ret'd

Selection Type i DEU Cancellation Date

Job Offer Date 09/16/2004 Cancellation Date

Job Offer Response Date 091 62004 Date QH Cert Issued 08M 02004
SF-75 Info Required EOD Date D4
Date SF-75 Info Reqst'd 09162004 Multidisciplinary Pos.

Date SF-75 Info Rec'd 08M 72004 HIH 2028 Req. for Travel

NTE Date Date of HR. Auth. of 2028
Date Pre-Recruit Form Sent ! Date Pre-Recruit Form Rce'd  QiETRITenES )

15. HR Specialist determines whether special pay process is necessary and follows either step
“a” or step “b” below:

a. If'this case does not involve one or more special pays—ATM, 3Rs, PSP, and/or
PCA—skip the “Proceed to Pay Process” and instead forward action directly to HR

Assistant as follows: HR Specialist selects “Send to HRA” and clicks on d}, to
forward the action to the HR Assistant for EHRP processing.

|5end to HRA | dl,
|

OR
b. Ifthis case does involve one or more special pays—ATM, 3Rs, PSP, and/or
PCA—HR Specialist selects “Proceed to Pay Process.” If not, skip this step. If so,

HR Specialist selects “Proceed to Pay Process” and clicks on C{!’ to retrieve the
Pay input sheet.

IF'ru:u:eeu:I ko Pay Process j C.%
]




From Page 1, click on ] to open and complete relevant Pay data fields on Page 2.

bR HAYYP I Y = 3

DHH&MAT IOMAL INSTITUTES OF HEALTH

0 Office of
/ Human Resnurces

Fartners in Science

PAY (including ATM, 3Rs, PSP and PCA

Amount of Increase
{percent)

Hew Total
Compensation

Amount of Increase
(dolar)

Totad Compensation

Date to SPT

Date Retumed
From SPT

Above the Minimum
(ATM}*

ATMApproved

ATM Step Date ATM Inkiated

Date &TM Approved

Retention B onus
HTE Date
Retention B onus
Approval Date
Recruitment Bonus
Approval Date
Relocation Allowe
Approval Date

DatetoHCC

IRs Retention Bonus Amt

Retention Bonus
Approved
Recruitment Bonus
Approved
Relocation Allowe
Approved

Date Retumed From
HR Director

Hew Retention
Bonus
Recruitment Bonus
Amt

Relocation
Allowance At
Dateto HR Drector

DateRetumed From
HCC

Phiysician Special
Pay*

PSP Start Date

Scarce Specialty Amt Geo Location Pay

PSP Stop Date Length of 5 ervice

Executive Position Exceptional Quals FT Status

Board Cert1 Board Cert 2 PSP Approved

PSP Approval Date

PCA?

Hew Physician Comp
Allowance

PCA Approvedd

PCA Start Date PCA Stop Date

PCA Contract Length PCA Annual Amt

Mission Specific

PCA Approval Date Allowance

HR Specialist selects “Submif’ and clicks on d}, to return the action back to the
Recruit & Selection process in the HR Specialist’s worklist.

| subrmit | =] @5

HR Specialist immediately opens Recruit & Selection action to retrieve the two-page

input sheet and selects “Send to HRA” and clicks on d}, to forward the action to
the HR Assistant for EHRP processing.

|5end to HraA | =] d:.'?



HR ASSISTANT

16. HR Assistant receives e-mail or WiTS pop-up notification of new workitem.

17. HR Assistant opens Recruit & Selection action to retrieve, review, and complete all
remaining data fields relevant to this action on Page 1 of the input sheet as necessary.

DHHS/MNATIONAL INSTITUTES OF HEALTH

0 Office of
/ [Tuman Resources

Partres in Science

HRA processes EHRP action

TRANSACTION INFORMATION * Reqguired fields

WiTS #  A0's Email Address® Action Type* Date SF-52 Recv'd  Date Entered
3680 spdTe@nih.gov Recruitment /Selection - || 0ar30r2004

Administrative Code* Institute/C enter Organization Initials Proposed Effedtive Date*

HR Assistant* ETREIETINY | HR Specidist® Porter, Sharon = HRSPA® |l T
Date Initiated/Sent [N Ribe ) Dae Intizedisent [N  Pioity [l
Date Returned to 10 _ Date Returned to 10 _

CURRENT EMPLOYEE/POSITION INFORMATION

Employee 1D First Hame Ml L ast Name

Position Title Pay Plan Series Grade Step Pay Band Pay Cluster

Human Resources Clark (04) m 0203 m !
Position Number REEEEILLT Job Code 012345 CAN* a8885a888

TK Number* 11111 Base Salary 32206 Total Salary Ll

HMEW POSITION INFORMATION(Complete for any action where the Position Title, Series or Grade has changed, e.g. Career Change.)

it < New Pay Hew Hew Hew New Pay Hew Pay
New Position Titl
EWFOSTON TEE Plan Series G rade Step Band Cluster

New Base Salary  REEREN Hew T otal Salary QEEREW Vice Sally James

ORIENTATION INFORMATION

L CSD Orientation Orientation Contact
Orientation u Contact Sharan Porter Phone Humber 301-594-1462
Orentaton Date 1060472004 Duty Station Bethesda, MD (TN i ol Transfer from outside HHS =
Fingerprints
Required R
COMMENTS
Comments/Staxus




18. From Page 1, click on > to open, review and complete all remaining data fields relevant to
this action on Page 2 of the input sheet as necessary.

19. On Page 2, HR Assistant reviews and completes any relevant data fields in the Recruit &
Selection section of the input sheet and processes action in EHRP.

A op])® 10 8 F G o ¥ e I

DHHSMATIONAL INSTITUTES OF HEALTH

0 Office of
/ Human Resources

Fartrers in Science

RECRUIT AND SELECTION B * Required fields
Advertise Joh* Readvertise Job m

Ann Number HHSMIH-2004-9993 DEU Cert Number

Date Ann Opened Qaratr2o04 Date DEU Cert Reqgst'd

Date Ann Closed Q9roariong DEU Request Humbher

Date to Select. Official 0911072004 Date DEU Cert Issued

Selection Date 09M 52004 Date DEU to Select. Official
Date Selection Rec'd in HR N RIRIIES DEU Selection Date

Type of Selection iti Date DEU Cert Ret'd
Selection Type i DEU Cancellaion Date

Job Offer Date 0971652004 Cancellation Date
Joh Offer Response Date 091 6r2004 Date QH Cert Issued 09i0r2004
SF -7 Info Required EOQD Date 100032004

Date SF-75 Info Rexqst'd 0971612004 Multidisciplinary Pos. m
Date SF-75 Info Rec'd 09/ 712004 NIH 2023 Req. for Travel m

NTE Date Date of HR Auth. of 2028

Date Pre-Recruit Form Sent  [QIEwRiwiiE) Date Pre-Recruit Form Rov'd kTl ilelijiF!

20. HR Assistant selects “Send to SPA” and clicks on d}, to forward Recruit & Selection
action to the SPA.

f5end to spa | =] d:.'?



SPA
21. SPA receives e-mail or WiTS pop-up notification of new workitem.

22. SPA reviews pages 1 and 2 and enters the Effective Date (and PSP/PCA dates if appropriate)
on page 3 of the Recruit & Selection input sheet.
On Page 1 s SPA reviews Transaction Information, Current Employee/
Position Information, New Position Information, and Orientation Information sections
of the Recruit & Selection input sheet.

DHH3MATIONAL INSTITUTES OF HEALTH

C?ﬁ, E HE;6§ Resources

Fartners in Science

SPA Finalizes EHRP Action

TRANSACTION INFORMATION * Required fields
WITS # AO's Email Address® Action Type* Date SF-52 Recv'd  Date Entered

3620 spaTe@nih.gov Recruitment iSelection || oerz0iz004

Administrative Code* InstituteiC enter Organization Initials Proposed Effective Date*

HR Assistant* UG ETLTIIEE | HR Speciaist® Porter, Sharon = HR SPA* Porter, Sharon =

Date InitistedSent [z R il D ate intised;sent [[NNEGEGNENEGEGG Prioity | |
Date Returned to 10 _ Date Returned to 10 _

CURRENT EMPLOYEE/POSITION INFORMATION
Emplovee ID First Hame Mi L ast Name

TK Humber* 11111 Base Salary 32206 Total Salary  JEEiElala]

HEW POSITION INFORMATIOMN{Complete for any action where the Position Title, Series or Grade has changed, e.g. Career Change.)

New Pay Mew New New New Pay New Pay
Plan Series G rade Step Band Cluster

Hew Position Title

HNew Base Salary 34741 New Total Salary EEIEEEYS Vice Sally James

ORIENTATION INFORMATION

. CSD Orientation _ Onentation Contact [ESECTFIRETE
Orientation fres  -Ipeted SLLCUL S b1\ one Number
Orientaton Date 10/04/2004 Duty Station Bethesda, MD TN Y o Transfer from outside HHS =
Fingerprints
Required o

COMMENTS

Position Title Pay Plan Series G rade Step Pay Band Pay Cluster
ORI LT 54545454 Job Code 012345 CAN* g8e8888888

CommentsiStatus

CLASSIFICATION
Standard QC PD

Position Audited

L]l

Pos Audit Start Date Pos. Audit Type

Pos. Audit End Date Date Class Started

Date Class Completed

Date of Class. Allocation

Date Job Code Requested

Date Position Humber Reqgst'd

Date Position Number Rec'd Date Jobh Code Received

New Job code

New Position Number

RETURN TO DUTY

Date




On Page 2 4230 __ SPA reviews Recruit and Selection section of the Recruit &
Selection input sheet.

DHH3MATIONAL INSTITLTES OF HEALTH

? Office of
0 / [Tuman Resources

Farners in Science

RECRUIT AND SELECTION
Advertise Job

Ann Number

Date Ann Opened

Date Ann Closed

Date to Select. Official
Selection Date

Date Selection Rec'd in HR

Type of Selection

Selection Type

Joh Offer Date

HHSMIH-2004-3999

09/01/2004

0970872004

09/10/2004

097142004

097142004

Readvertise Job

DEU Cert Number

Date DEU Cert Reqgst'd
DEU Request Numher
Date DEU Cert Issued

Date DEU to Select. Officia
DEU Selection Date

Date DEU Cert Ret'd

DEU Cancell&ion Date
Cancellation Date

097162004
097162004

091102004
10/03/2004

Joh Offer Response Date
SF -75 Info Required
Date SF-75 Info Reqst'd
Date SF-75 Info Rec'd
NTE Date

Date QH Cert Issued
EOQD Date

091672004
091712004

Multidisciplinary Pos.

NIH 2028 Req. for Travel
Date of HR. Auth. of 2028

Date Pre-Recruit Form Sent  QIEIeRieiliFs Date Pre-Recruit Form Rov'd  Qukhelifglijif

AWARDS

Award Type Award Amount

Nominating IC
Award Period Start Date

Justification

IndividualiGroup

Group Recipients Award Period End Date

CAREER CHANGE

Career Change Type m Rea=on for Change ‘ HTE Date

Other Reason

R, o crenaeon
Date

RESIGHNATION

Date of Resignation

Reason for
Resignation

F ederal Benefits

LWop

ER Related Benefits Type

[ [eehai
Info Sent

LVWOP NTE Date




On Page 3 b SPA reviews Pay section (only applicable if ATM, 3Rs, PSP and/or
PCA apply to this action) of the Recruit & Selection input sheet.

SPA enters Effective Date (and PSP/PCA dates if applicable) in SPA Action Processing
section of the Recruit & Selection input sheet.

DHH3MATIONAL INSTITUTES OF HEALTH

071{ ?? ‘I—}Ift]fnciea;f Resources

Fanners in Science

PAY (including ATM, 3Rs, PSP and PCA

Amount of Increase
(percent)

Hew Total
Compensation

An'nu_'lt of Increase Date to SPT
tdollar)
Date Retumed

From SPT

Total Compensation

Above the Minimum
(ATM)

ATM Approved

ATM Step Date ATM Inkiated

Date ATM Approved

Retention Bonus
HTE Date
Retention Bonus
Approval Date
Recnitment B onus
Aporoval Date
Relocation Bonus
Approval Date

Dateto HCC

Retention B onus Armt

Retention Bonus
Approved
Recnutment Bonus
Approved
Relocation Bonus
Approved

Date Retumed From
HR. Director

3Rs

HewRetention
Bomus
Recruitment Bonus
Amt

Relocation
Allowance Amt

Dateto HR. Drector

Date Retumed From
HCC

Phy=ician Special
Pay

PSP Start Date

Scarce Speciaty Amt Geo Location Pay

PSP Stop Date Length of S emvice

Exrecutive Position Exceptional Quals FT Status

Board Cert1 Board Cert 2 PSP Approved

PSP Approval Date

PCA

Hew Physician Comp
Allowance

PCA Approved

(=]

ail| PCA Start Date PCA Stop Date

PCA Contract Length PCA Annual Amt

PCA Approval Date

CHANGE IN SCHEDULE/HOURS

tourorouyors ] Tour of puty vew | ©onetics Amocte
Howrs per Pay Period Hours per Pay Period _

OId Hew

e [ e [ e
Humber Requested Humber Received Humber

SPA PROCESSING

Effective Date* 10/03/2004

5PA PSP Start Date

SPA PSP Stop Date

SPA PCA Start Date

SPA PCA Stop Date

23. SPA selects “Action Completed” and clicks on C{S to complete the WiTS Recruit &
Selection action to move it from the Active to the Archived bizcove.

| I.ﬁ.ctiu:un Completed j fjs
1



